EMPLOYMENT OPPORTUNITY ANNOUNCEMENT

DEPARTMENTSOF THE ARMY AND AIR FORCE ANNOUNCEMENT #: ARNGT 04-045
OFFICE OF THE ADJUTANT GENERAL

NORTH CAROLINA NATIONAL GUARD OPENING DATE: 5 March 2004
HUMAN RESOURCES OFFICE CLOSING DATE: 5 April 2004

4105 REEDY CREEK ROAD

RALEIGH, NORTH CAROLINA 27607-6410 ANTICIPATED FILL DATE: 2May 04
POSTION TITLE AND NUMBER UNIT/ACTIVITY AND DUTY LOCATION
Support Services Supervisor J6-Admin Services (DCSIM)

PDCN 90017C000, MD#1224-601 NCARNG, Raleigh, North Carolina
GRADE AND SALARY (Includes L ocality Pay of 10.09%) EMPLOYMENT STATUS
GS-0342-10 $43,708-$56,816 per annum Excepted Service

WHO CAN APPLY: Thearea of consideration for thisannouncement isthe STATEWIDE. Applicationswill only be accepted
from current Excepted employees of the North Carolina Army National Guard, current military membersof the North Carolina
Army National Guard and individualswho are eligible and willing to enlist in the North Carolina Army National Guard.

HOW TO APPLY: Interested applicants may apply by submitting an Application for Federal Employment (Standard Form 171),
Optional Application for Federal Employment (Optional Form 612), resumeor any other form of application. It isrequired that the
Knowledge, Skillsand Abilities (KSA) listed below be addressed and attached to the application. Theapplication and KSA
Statement should be mailed to the North Carolina National Guard, ATTN: OTAGNC-HRO, 4105 Reedy Creek Road, Raleigh, NC
27607-6410. It must bereceived not later than the closing date or if mailed postmarked by the closing date. NOTE: Information
that must be provided when applying for atechnician position isasfollows. announcement number ; hame; address; telephone
number ; social security number, date of birth; citizenship: education; work experience; and other job-related qualifications. For
moreinformation, call 1-800-621-4136 ext. 6172/6431. Faxed or E-mailed applicationswill not be accepted.

QUAL IFICATION REQUIREMENT: Mug have 24 months of specialized experience that demonstratesthat the applicant has
acquired thebelow listed KSA's.

KNOWLEDGE, KILLS and ABILITIES(KSA'S)

Below arelisted the KSA'sfor thisposition. Applicantsmust address each KSA individually in paragraph format by explaining any
civilian and military work experience (with dates) that provided that KSA. It isrequired that this statement be attached tothe
application. Failureto do sowill result in the applicant not being considered for thisposition. For moreinformation or assistance,
call 1-800-621-4136 ext. 6172/6431.

1. Ability to perform and supervise service support functionsfor an organization.
2. Ability to establish rapport and confidence and assess specific problemsor situations.
3. Ability to deter mine effecti veness of support servicesfunctions.

CONDITION OF EMPLOYMENT: 1. Occupants of this position must maintain continuous military member ship in the North
Carolina Army National Guard (NCARNG). NCARNG status (military grade, MTOE or TDA assgnment, MOS/SSI, military unit)
and experience must be entered on the application. Therecommended applicant will not be approved for appointment/promotion
until they occupy a compatible MOS in the NCARNG shown under Military Assignment on therever se side of thisannouncement.
2. Theapplicant selected for thisposition will berequired to participatein the Direct Deposit/Electronic Fund Transfer Program.

MILITARY ASSGNMENT: Assignment to a compatible Officer/ Warrant Officer/Enlisted position in the NCARNG ismandatory.
(O: 25,43A, 42B, 53; WO: 25, 92, 270A , 420A; Enl: CMF 71, MOS: 92A/Y/Z)
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EVALUATION FACTORSUSED: Personal interviews, review of application and the KSA Statement.

PRINCIPLE DUTIESAND RESPONSBILITIES: Plans, programs, directsand coor dinatesthe administrative functions of the state.
Provides overall technical and administrative direction to administrative support activities, including mail management/distribution,
recor ds management, reprographics, privacy and freedom of information acts, printing services management, publications
management and supply, micrographics, administrative budget, military correspondence, forms management and field printing.
Coordinatesall administrative functions within the operating components of the state to provide the most effective support; forecasts
problemsand needs, identifies required resour cesto include budget, and develops staff facilities and proceduresto carry out the
resulting programs; providesleader ship in negotiating with operating per sonnel and in securing acceptance of proposed programs.
Manages and uses funds allocated for operation of the branch, including stockroom, property maintenance, and other reimbursable
accounts. Assesses effectiveness of programsand within the broad NGB/state framework, recommends such adjustmentsin
organization structureor policiesand proceduresasrequired to accommodate existing or changing circumstances. Particular
attention isgiven to providing administr ative support to newly established programs. Plansand assignswork to be accomplished
within theorganization. Setsprioritiesand prepares schedulesfor completion of work. Makesassignmentsbased on priorities,
difficulty and the capabilities of individual empl oyees. Conducts employment interviews and recommends employeesfor appointment,
promotion or reassignment. Establishes performance standar ds. Monitorsand evaluates employee performance. Assists employees
in reaching perfor mance goals. Informs subor dinates of agency policiesand programs. Hear s complaintsand grievancesfrom
employess; resolvesthose which can beinformally resolved or makesrecommendationsfor resolution to appropriate official.

I dentifies developmental and training needs of employeesand providesor obtainstraining. Approvesand/or disapprovesleave
requests. Promotes acceptance and adherence of programs such as Equal Employment Opportunity, Federal Women's Program,
Physically Handicapped, L abor -M anagement Relations, and other similar special emphasis programs. Maintains an effective position
management program. Assures position descriptions are accur ate and positions are oper ating asintended. ServesasPrinting
Officer and isresponsible for managing the state's Federal Printing Program, providing printing servicesin support of the National
Guard state headquartersand subordinate units. Istechnically and administratively responsiblefor the printing, duplicating, and
copier programswithin the State. Determineswhether printing/duplicating servicesrequested can belegally provided using Federal
funds; determineswhether the printing facility is capable of producing the product; determinesif fundsare availableto procureand
determinesthe procurement avenueto be used. The determination to keep production in-houseis based upon the capability of the
facility, but will not exceed two colorsper individual job and the aggr egate number of impressionswill not exceed 25,000. Analyzes
copier equipment capabilitiesthroughout the state against production requirements and makesrecommendationsfor upgrades or
downgrades of individual equipment or possible consolidation of individually placed equipment into copy centers. Performsother
dutiesasassigned.

INSTRUCTIONSTO COMMANDERS/'SUPERVISORS: This position vacancy announcement will be given the broadest possible
dissemination. A copy of thisannouncement will be posted to your unit/activity bulletin board.

ADDITIONAL INSTRUCTIONS: 1. Participantsin the Selected Reserve I ncentive Program will be administered as prescribed by
NGB Pamphlet 600-15. 2. Applicantsarerequested to identify, on a separate sheet of paper, their race and national origin from
one of thefollowing categories; Maleor Female; American Indian or Alaskan native; Asian or Pacificislander; Black, not of
Hispanic origin; Hispanic; White, not of Hispanic origin. Submission of thisinformation isvoluntary and will be used in support of
the NCNG Equal Employment and Affirmative Action Programs. 3. A permanent change of station (PCS) will not be authorized for
theindividual sdlected for thisposition unlessagreed upon in advance by HRO and a PCSorder isprepared prior to effective date.
4. Malesborn on or after 1 January 1960 must beregistered with the selective servicein order to be considered for federal
employment.

INFORMATION SUBMITTED WILL BE USED ONLY IN ACCORDANCE WITH THE PRIVACY ACT OF 1974

DISTRIBUTION: A, B, C-2, G-25, H-3, J-3, K-3, M, N-12, P-9, Q, W-2, Y-2, R: HRO-1, AGAV-1, AGCS-3, DCSANG-1,
DCSLOG/G4-4, DCSOI-3, DCSPER-3, FMCB-2, |G-1, SCSM-1, SRAA-1, VCSOP-1
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THE NORTH CAROLINA NATIONAL GUARD ISAN EQUAL OPPORTUNITY EMPLOYER



